AlaFile Pro Se Registration Instructions

Individuals or businesses who choose to file as Pro Se may sign up for electronic filing on
the AlaFile website by following the steps as outlined below. Registering and Associating a
Pro Se Filer is a four step process.

Each filer must register individually. AlaFile does not allow a Pro Se filer that is registered
as an “Individual” to eFile on behalf of a business or another party. Likewise, a business
that has multiple employees filing on behalf of the business, each employee must register
in order to eFile on behalf of the business. Each pro se filer must submit an authorization
letter from the business as part of the registration process. (Example: Alabama Power may
have multiple employees filing on behalf of the business; all users must register and use
their own login to AlaFile). Individuals filing on behalf of a business should select the
business party type.

Registration

User Type: \ Pro Se (Individual or Business) V\ (Individuals or Businesses Filing Pro Se)
Party Type: Please Choose

Business
| Individual |

STEP ONE: ALAFILE PRO SE REGISTRATION

The pro se filer would browse to the AlaFile website (https://alafile.alacourt.gov ) and
select the Register button in the upper right corner under the Seal of Alabama.
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Login

Forgot your password? Click here!
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https://alafile.alacourt.gov/

PRO SE INDIVIDUAL

An individual who wishes to file Pro Se must fill out the registration form on the AlaFile
website completely and then click the Submit button to complete Step One of the
registration process.

Registration

Usér Typs: | Pro Se (Individual or Business) VI {Individuals or Businesses Filing Pro 5a)

Party Type: | Individual hd |

First Name:
Middie Namse:

Last Name:

Suffix:
Address:
City:
State: AL W

Zip Code: | |

Phone Number: () -

Fax Number: |

SSNNumber. |
Diri license State: AL W

Dri license Number: |
Email: [
Password: |
Password must be a minimum of 9 characters in length, contain at keast one

Upper ase, one lower case and one number or one ";r?"‘.'lﬁl character.
Retype Password: |

ce: |
Ce: |
Ce: |
|
|

Ce:

[+

Under penalty of perjury, | declare that the above Information IS trué and cormect.

Submit
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PRO SE BUSINESS

The registration form for the pro se business has a section where the filer must upload an
authorization letter on the company’s letterhead as part of the registration process. They
must select whether the business is a Corporation or Partnership and if the registrant type
is an officer or a full time employee. This letter will be included in step two and three of
the registration process.

Registration

User Type: -F'n:: Se (Individual or Businass) | (Individuals or Businesses Filing Pro Se)

rare oo I |

Business name:

FEIM: | Federal Employer Identification Number

Upload a letter on company letterhead authorizing the user's registration and filing.
Upload Letter: Browse. ..

It registering as a partnership, you must be a partner or employee of the partnership.

If registering as a corporation, you must be an officer or full-time employee of the corporation.
Ctherwise, you cannot register or file on behalf of the business entity pursuant to Ala. Code § 12-12-31.
Business type: () corporation () Partnership

Registrant type: ) officer ' Full-time employee

First Mame:
Middle Namea:

|

|

Last Mame: |
Suffix: I
|

[

Address:
City:
State: AL W

Zip Code: |

Phone Mumber: f—»y__ -

Fax Number: |

SEN Number: |

Dri license State: AL W

Dri license Number: |

Email: [

Password: |

Password must be a minimum of 9 characters in length, contain at least one
upper case, one lower case and one number or one special character.

Retype Password: |

|
|
ce: [
|
|

Under penalty of perjury, | declare that the above information is true and correct.

Submit
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NOTE: The Cc: fields are optional. The email address for any other individuals who need
to receive a courtesy copy of the e-filing notices should be entered in this section.

Once this registration information has been completely filled out and reviewed for accuracy,
the Pro Se applicant will need to click “Submit.” A confirmation dialog box should appear
stating that registration instructions are being sent to the email address specified when
registering. The Pro Se applicant will need to check his or her personal email account, as
these registration instructions should be sent within 30 minutes.

Message from wehpage @

! To complete your registration follow the instructions that were sent to the email address yvou provided. Please allow
) up ko 30 minutes For the emai to be sent, Thark Yau,

84

Here are the instructions that the ProSe filer receives in the email that is sent to
them after they submit their registration form. We also have a screenshot below of
the email.

Instruction to Complete Your AlaFile Registration

1. Print the ProSe Application and Request for Access to the AlaFile
System form by following the link below. [link provided in the email]

2. Sign, under penalty of perjury, the ProSe Applicant and Request for
Access System form.

3. Take the signed ProSe Application and Request for Access to the AlaFile
System form, a copy of this email, and your driver’s license to your local
clerk’s office for verification.

4. Once you have completed steps 1 through 3 you will receive a
confirmation email at this email address. You MUST click on the
confirmation link contained within the email to verify your account.

Once you have completed all of the steps above you will have successfully
registered for AlaFile.

The information you entered on AlaFile is below.

. _________________________________________________________________________________________________|
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| 1 Prnt e ProSe Application and Reqaest ko Acceus 1o the Alalle System form by folowing the ik below \
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a2 make comProSeAcknowted st mapa?Vely D= 145350cd

2 Sgn under posaly of penury. Ihe PreSe Appication and Request for Access 19 the Al de Sipstem kem
} 3 Take the sgoed ProSe Acpication and Requast for Access ts the AlaFie System Som, 2 cooy (r‘ &wlkmmmudchlmobrmkm
| 4 Once you have comgleted steps ¢ Mqh!ymﬂmmncdnmnﬂllhnd%

T ek 0n P conflemation bek contaned within the amal 1o vy your ccosnt
| Orea you have compioted a of the steps abavw you wit have succassialy mgistond S At
T wdormabion that you endered on AlaF e 15 below

Velcaton D 16535004
Emy
Pavwoced
First Nawmw Jarren
| Last Hame: Drown
| Addrens 123 Easy Sraat
| Cty Mortgomery
S A
Ip Bl
| Phvore

STATE OF ALABAMA APPLICATION AND REQUEST FOR PSeme
Unified Judicial System ACCESS TO THE ALAFILE SYSTEM

Form Revised 907 1d5350cd

N T

In order 1o process your request for access to the AlaFie you must sign ths completed form under of perury. The completed
form must then be physically defvered 10 the offics of the Clerk of the county n which you wish 10 make Al the Clerk's office,
you will need o present your govemment issued photo identfication for verficaton \Mcbvlﬂmavmamdnr
govemment issued photo identification.  The Clerk’s office will then activate the that you have selected which will then authorize and
allow you 10 acoess the AlaFie application from your computer and make <u

Allngsaotvf‘s&ﬁdtmusdwwmgunmm; \: mmmnunmmn
Alabama Rules Procedure, Alabama Rules mmwm
appicable sttutes. ries, orpmn

Documents by Blectronie Means in the Alabama Judicsl
Adminsstratve Procedure is avalable 10 you 2t hep lefle 35

You will not be :vykesfctmhr » you wil be subject to the normmal and required fiing fees that are charged
0 & partes for mwmm@ pay any convenience fees for any filing fees or oher charges that you pay by
credit card or debt

6 ) A BROWN NA
&m First Middie st St
123 EASY STREET MONTGOMERY AL 36104
Aodress Cay Sve b
(334) 9545053 (334) 954-5200 jason hodges@alacourt gov
“Fhone Fax Emal
Drever's Loense Soaal Securty Noo
AL 1234567 123456789
“Sate of Issuance Number =N
Acknowledgement:
Under penalty of perury, | declare that the above information s true and correct and that | am the person named and dentfied above. |
understand that there are security risks nvolved n he use of my password 10 make e-fings, including the possbility of unauthorized use of my
a8 il e 4 o 4 e ¢ st ~mwmmw“~"::."~mw,'“°

o a00ESS use

mﬂ.lm:ﬂwz‘mmmm mmwmmﬁvmmaWbymwznm
contenton that such pleadings or ther contents are not legally bindng upon me. By submitting this application, IMan
documents submitted through e use of my password are legally bnding upon me
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STEP TWO - LOCAL CLERK’S OFFICE VERIFICATION
PROCESS

Once this state form has been printed off, the Pro Se will sign and take this form (and
driver’s license or state identification (picture id) to any local Circuit Clerk’s office
within the state of Alabama so the Clerk’s office can verify the registration
credentials and register the Pro Se applicant using the AlacourtPlus > Tools > Pro
Se > Pro Se Registration menu.

-
File My Clerk | Tools

My Alacourt Desktop
C5-42 Calculator

Change AlaFile ID
Refresh Scanner Setup

Pro Se r || Pro Se Registration

Case Management L Pro Se Association
Import/Refresh Case
Add SIS Court Date

Warrant Management 3
Mark Case Confidential
Post 515 Service Dates

Settings

Steps the Circuit Clerk would take to verify a Pro Se Applicant.

1. Obtain the printed paperwork and photo ID from the Pro Se applicant.

2. Login to AlacourtPlus.

3. From the top menu bar click on Tools > Pro Se > Pro Se Registration.

4. On the Pro Se Registration tab enter the First Name and Last Name of the Pro
Se applicant on the search menu on the left and then click the Search button.

5. The search menu has the options to search by Verification ID and Driver’s

License Number as well if you are unable to locate the applicant by their name.
6. If they have completed Step One their name should pull up on the search (on the
center right of the screen).
7. Double click on their name or information line.

. _________________________________________________________________________________________________|
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/ ProSe Registration X

Pto ¢ Regisaon v 1 X Doslecicka towto complts the registatin

Verfy D PatyType ~ Venfy D Name Emal Phore
Individual T VALERE TURNER vtmercareer@qmail com () 540

Divelerse Mitd  H% FTURIER fumiGtelsodhre (404 55605
Individuel TR AMBREIANICOLE TURER anbreizsandle@qnaleom (6190171734

Fthanz havidel ~ TReTt%  AMANDATURNER amandeterteyi@yahoocom  (T06) 56740
Indiidual B6°715de TIMOTHY JONTURNER Iouisehums63i@yahon com (517 624-3204

Ll e Wi Ml AOLTIRNG B Garalom (165045

Busingss EJENNY ETURNER ey mer@completecashet  (256) 20557
-Search

|

Buginesshlame

 COMPLETE CASH HOLDINGSLLC

8. The Add Pro Se popup box will display with their information and an Add Pro Se
button and a ReSend Sign up Email button.
9. If their paperwork is in order, click the Add Pro Se button to verify their

application.

10. This action will prompt an email to be sent to the Pro Se applicant’s email
address they have registered with.

NOTE: If the Pro Se applicant has accidently deleted the registration email that
they receive from AlaFile, you can resend them the email from the Resend Sign
up Email button.

N
ol Add Pro Se

Party Type:

Last Mame:

First Mame:
Email:

SEN:

>

Business Name

Middle Mame :

Driver License &

COMPLETE CASH HOLDING
Business

TURNER

E

JENNY

jenny turner@completecash.n

Al 5762856

| ReSend Sign Up Email |

| Add Pro Se ]|[ Cancel |

11. Scan the paperwork the Pro Se applicant presented into the Pro Se folder from
the AlacourtPlus > AlaVault > Scan Else menu.

12. Select the PRIVATEPS sub folder under the PRO SE APPLICATION folder. (All
Circuit Clerk’s and their designee(s) should have access to this folder.)
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Pro Se Registration ¥ AlaVault Scan Else x[
D& @y = H O
Scanner Setup « 0 X

[=]

Canon DR-2050C TwWAIN

[.B&w.] [ GS | | Color |
LegallUS []

[ Insert Paper \Warning
] Document Feeder
] Duplex

Hide Uzer Interface

Advanced

Felders -« 0 X

E‘[:I PRO SE APPLICATION -

B | PRIVATEPS

13. Scan in the documents and a copy of the Driver’s License or Photo ID.

14. On the Document Information menu on the right, enter the Pro Se applicant’s
information. NOTE: On the DESCRIPTION drop down menu there is not an
option for Pro Se Application specifically nor is there an option for other. Please
select the best option available for what you are scanning. You can be more
specific on the Keywords text box.

Document Information -~ 3 X
TYPE: PRO SE APPLICATION (=]
ISSN_LASTNAME: | 123_ DOUGH

DESCRIPTION: ACCESS FORMS (=]
NAME: DOUGH JANE

DOCUMENT DATE: | 05/20/2016 [=]
KEY\WORDS: PRO SE APPLICANT - JANE

DOUGH {INDIVIDUAL)

| Clear | | File |

15. Once all information is entered, select the File button.
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IMPORTANT! Once the Pro Se Applicant completes the third part of the process (see
below) they will be able to login to AlaFile and file new complaints. However, if they have
existing cases that they wish to be associated with so they can eFile into those existing
cases via AlaFile, the Clerk’s office must associate them with that existing case. They
will need to call back and give you the case number after they have completed part three
below. Perform the steps on page 10 to associate them with an existing case.

STEP THREE — PRO SE APPLICANT CONFIRMATION

After the Circuit Clerk’s office has completed their registration process in step two above,
the Pro Se applicant must complete step three before they can login to AlaFile.

An email will be automatically generated from AlaFile back to the Pro Se applicant once
the Circuit Clerk completes step two. The Pro Se MUST click on the blue hyperlink in the
email from AlaFile in order to verify their email account before logging in to AlaFile.
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T
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REITICE! Yo MRS click o [h conlmaficn bk e In vty your scort
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Lid I|.!""' :"Ll "1|
g ) RSY STREFT
L& Irl'-'ll U-'Ir".h’

bima &

lig o0

Fivek

The provided link in the verification email will take them to a page on the AlaFile
website where they can select a button to complete this process. Once they Click Here
to Complete the Registration, a message in green font will let them know their
registration has been completed and that they can click the link to login to AlaFile.

. _________________________________________________________________________________________________|
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Account Verification

Email Address: jason.hodges@alacourt.gov
First Name: JAMES
Last Name: BROWN

Attorney Code: none

To Complete the Registration Process Please Verify the information above and click the
button below to finalize the registration.

[ Click Here to Complete the Registration J

Click here to go back to the login page.

Your registration has been successfully completed. Please click the link below to go the login
page.

Click here to go back to the login page.

Pro Se filers can eFile new complaints once they are able to login to AlaFile. However, if
they wish to eFile in an existing case they will need to contact the Circuit Clerk’s office and

ask that they be associated with the existing case. They would provide the case
number(s) to the Circuit Clerk.

NOTE: This option is not available in the JU Division at this time.

ASSOCIATING A PRO SE FILER WITH AN EXISTING CASE

o AlacourtPLUS
p—

File My Cleric |Tools |
My Alacourt Desktop
C5-42 Calculator
Change AlaFile JID

Refresh Scanner Setup
Pro Se » | Pro Se Registration
Case Management L | Pro Se Association

Import/Refresh Case
Add SJIS Court Date

‘Warrant Management 3
Mark Case Confidential
Post SIIS Service Dates
Settings
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Login to AlacourtPlus.
From the top menu bar click on Tools > Pro Se > Pro Se Association.
From the Pro Se Association tab enter the First and Last Name of the Pro Se filer then
click Search.

a. There is a Verification ID number option to search by if you cannot locate the Pro

Se filer by their name.

NOTE: If they have successfully registered their name will display on the center right of
the screen.

wN e

On the Pro Se Association meu: The Pro Se User Information will appear at the top of the
menu. In the middle of the screen there are three buttons; Add Case, Move Case(s), and
Remove Case(s). At the bottom portion of the menu will display any cases that the Pro Se User
has already been associated with. The County, Case Number, and Party Code will display.

ADD CASE
1. Click on Add Case button.
2. Enter the Case number and then click on the Lookup button.
3. The parties for that case should display in the Party List box.
4. Select the Pro Se from the Party List and then click the Add Case button.
5. Repeat these steps for all cases that the Pro See needs to be associated with.

ot Pro Se Association |i

Pro 5e Name: JAMNE DOE

Case Search

County: 77 - TESTCOUNTYT? EI
Division: CW - CIRCUIT CIVIL EI f
Case Year: 2018 EI
Case Mumber: | $00002 Ext: |00 El
| [ Lockup ] [ Reset ]
Quick Search (g.g. 05-CV-2008-000025.00)
7= - - -| oo
[ Lookup ] [ Reset
Party List:
Party  Type Name

C001  Plaintiff - DOE JOHN MICHAEL JR.

<>

[ AddCase | [ Cancel

MOVE CASE(S)

The Move Case(s) button allows cases that are associated with a Business Pro Se user’s cases
to be transferred to another Pro Se user who is registered to file on behalf of the same
business. For example, Employee A works for XYZ Company and has been authorized by the
company to eFile on the company’s behalf and that employee has completed the registration
process and has been associated with cases that the company is a party on. If employee A
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leaves the company and the company hires employee B to file on their behalf; the MOVE
CASES button will allow the Clerk’s Office to move XYZ Company’s cases that are associated
with Employee A over to Employee B.

1. Search for the Pro Se Business user who has been associated with the company’s
cases who is no longer with the company per steps 1-3 above.

2. The cases should display at the lower portion of the Pro Se User menu.

3. Select the cases to move. To select all cases listed, click on the first case then hold

down the SHIFT key on the keyboard and then select the last case so that they are all

highlighted blue. This action will activate the MOVE CASE(S) button.

Click on MOVE CASE(S).

A Pro Se Lookup box will display.

Enter the name of the user you wish to move the cases to then click SEARCH.

Select the user from the list below then click CONTINUE.

The case(s) will be moved once the Continue button is selected.

Go to the new Pro Se user for that business to confirm the cases are there in the list.

©CoNoOA

REMOVE CASE(S)

To remove cases from a Pro Se party that have previously been associated with them, use the
REMOVE CASE(S) button.

1. Look up the Pro Se party by following steps 1-3 above.
2. Select the case(s) to remove.
a. If removing more than one case at a time, use the SHIFT key to select more than

one case in a row; however, if selecting cases that are not in a row, user the
CTRL key to select multiple cases that are not in a row. To do this: Select the
first case to remove then hold down the CTRL key on the keyboard and then
select the next case and while still holding down the CTRL key, select as many
cases as necessary. Once all cases have been selected (highlighted blue) then
you can release the CTRL key on the keyboard.

3. Click the REMOVE CASE(S) button.

"o AlacourtPLUS [ =

File MyClerk Tools Reperts Search Tracking AlaVault Window Help
| Clerk O Motion Queve O Unlawful Detainer Q) Emails (O Garnishments

Pro Se Association X ProSe Case Associations For SARAH MORGAN SMITH X
~ Pro Se User Information

Party Type: Business Business Name  LENDMARKFINANCIAL SERVICE_
Last Name: DOUGH Middle Mame : J- First Mame: JANE
Email: llanedough@l ial.com Verify ID: az045793

D Add Case @ Move Case(s) @ Remove Case(s)

County Case Number Party
77 5M-2018-200540.00 coo

77 SM-2018-900549.00 coo
7 SM-2018-500558.00 Coo1
77 SM-2015-300559.00 [&1]]
77 | SM-2018-900560.00 :cool

” ” County: County [] No new wversion f..

AlacourtPLUS v4.4.3.41
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